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SYBJECT: REQUEST FOk PXPITAL OUTLAY 
I I 

b I 

1. “LlFKJSe 
I 

- To establish procedures 
I 

\ for the initia iOn of capital outlay 
reqwkts. I 

i - To facilitate analysis of such requests for lnclu~ion in the Annual 
Budget. 

I i 
- To establish procedures' for requesting iapital outlay not included in 

the Uopted Budget. I 
I 

3 -. Rcsponsihilitles 

I a. In requesting the apprqpriatlon of frrnd i for capital outlay items, 
Ci:y departments shall iconsider carefully all,costs associated vfth 
such out lay, as well a9 the benefits to bexrived. and shall submit 
full information in order to make posqible a proper evaluation of 
such requests. 

i 
1, . The Budget and Research: Department’ shal’l be responsible for the 

thorough investigation ‘and evaluation .of all requests for capital 
out lay. Evaluation till take place during the preparation of the 
Xnnua 1 Budget. In addition, a re-evaluation will be made at the tine 
ti;e %rchase Requisition is submitted., The evaluation shall take 
i;*to xcount the need for the item, work procedures involved. and the 
&iLsWicy of funds. Generally, capital outlay item should reduce 
operating costs and/or Improve City services, and all requests shalt 
be e-raluated according to these standards. 

C. 3e Stldget and Research Department may administratively approvq 
reauestg for capital outlay 
provided 

Ftens in thd amount of $2,999 or less. 
funds are available fn the proper activity account or can be 

:l;lc!r avafl;lh :e through a hui%et adjustment. Expenditures L? the 
anti>rtnt ot‘ S3.000 or more must first he’approved by 
Xes-z.ircll and then submitted to the Cit$ Councfl For 

Budget and 

t!-.e facn of 
zonsiderat Len in 

an nrdinance. 

3. Req~~est~ fnr r>cluslon of Capital Outlav in the Annual Suiget 

a. Cacfi year, 
Department, 

on the date specified by thi Budget and ~~.~at~h 

“XeqjJeSt 
the departments shall submft two coqies of F,>rm FB-5, 

i- 
for Capi:al OutIay”, for all items req;es??ti id,r incl11.5 i.>n 

. . t7e Annual Eudget. 



. 
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EFFECTIVE DATE: 
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January 41 1982 
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1 
I I 

!IIc'.'ISiOU DATES* . . / I 

SUBJECT: REQUEST FOk CAPITAL OUTLA 
, 

1.) form FS-5 should be ccxnpleted 
in the Budget Hanual. 

2.) Special attention’should be 
the FB-5. 

5. All capital outlay requests shall y fivlewed by the Budget and 
Research Department inilight of the.ir(dontribution to operational 
efficiency. improved services or r&d&d cost, and the financial 
ability to purchase sukh equipment .i Fose items approved by the City 
Hanager will he included in the Budget submitted to the City Council 
for consideration and approval. 

I 
C. Upon adoption of the BAdget by the Council, the Rudget and 

Research Department will return to departments a copy of each 
FB-5 approved for incltision In the ‘f&al budget document. 

h. 
i Ii 

Purchase of Items Lncluded'in Annual Btidget' 
! iI 

Items Included in the Annual Budget sho'uld 'be considered only as itens 
tentat lvely approved for c4pital outlay; e$enditure. 
dures shall be followed inipurchasing silch ‘items: 

The following proce- 

! ;i 
a. The Purchasing Direct0 II will annually p’repare and distribute a 

calendq for the submikion of 
! I 

Purcha e: Requisitions for various 
types of equipment. 1’) order to obta n: the maximum benefits of 9 
volume purchasing, departments should /observe the calendar deadlines 
established for this purpose. I I 

b. I A completed Purchase Rdqulsition shall be submitted to the Budget 
and Research Departmen<. The Purchase Requisition must be accom- 
panied by the approved icopy of Form Fg-5 returned toe departments 
at the time the Budget:was adopted. 
Department, 

The Budget and Research 

the request, 
upon receipt of the required documents, will re-review 

tions. 
Ln light of existing operating and financial condi- 

If the purchasd is approved by the Budget and Research 
Department. the Purchase Requisition, along vith the approved Form 
FB-5, shall be transmitted to the Purchasing Department for Eurther 
procef:sing. 

C. In the event the capital outlay request is disalloved by the iltrc!cc1 
and Research Department. written notice and justification ot‘ t!lca 

denial will \e provided to the requesting department. 

..- ._. .--. 
-- -CC.- ._ ..I.. w- - - . . . r . . ,,,. I - 
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EFFECTIVE DATE: January 4, 1982 

I 

REVLSLOH DATES: I 

SUBJECT: REQUEST FOR’ CAPITAL OUTLAY - PACE 3 
I 

5. Purchase of Ltems ‘Lot Included in Annual 

I .f 
a. Requisitions of items not tentatively approved through inclusion in 

the Adopted Budget Is strongly discouraged. It is recognized, how- 
ever, that some non-budgeted capital outlay may become necessary to 
meet departmental responsibili.tFes. Such requests may be suhmitted 
to the Budget and Research Department. The request must be 
accompanied by the following: 

1.) Two completed copies of Form FB-5. Special attention should he 
given to the Justification Section., 

2.) h completed Budget’ Adjustment Form, if necessary, to allocate 
fu@s to the proper Index code. 

3.) A copy of the approved FB-5 for an item included in the Annual 
Budget and for which the proposed -item is to be substituted, Ff 
this means of financing is reccanmended by the department. 

4.) A memorandum explaining any other means of financing which may 
be proposed. / 

h. Upon approval, the requisition will be forwarded to the Purchasing 
Department for further processing, in accordance with the established 
purchasing procedures. ; 

C. In the went the request for unbudgeted capital outlay is 
disapproved by the Budget and Research Department, the Purchase 
Requisition will be returned to the originating department *dth an 
explanation of the disapproval. 

wlicw 
THornas E. Huebn6r 
City Manager 

r=- - 1 


